DEPARTMENT OF THE ARMY ER 690- 1- 955
U S. Arny Corps of Engineers
CEHR-C Washi ngton, D. C. 20314-1000
CERE- P

Regul ation
No. 690-1-955 20 June 1997

Civilian Personnel
CORPS OF ENG NEERS REAL ESTATE CAREER PROGRAM

1. Pur pose.

a. This regulation provides policies, responsibilities, and requirenments
for the administration and managenent of the Corps of Engi neers Real Estate
Career Programfor realty specialists and appraisers, as well as requirenents
for the Real Estate Career Intern Program

b. Career referral procedures as well as guidance for conpleting the
registration forns and referral requests are included in EP 690-1-810, Corps
of Engi neers Real Estate Career Program Handbook

c. EP 690-1-810 also provides the Real Estate Training, Education, and
Devel opnent System (RETEDS) for realty specialists and appraisers along with
suggested training plans.

2. Applicability. This regulation applies to HQUSACE, major subordi nate
comrands (MSC), districts, and field operating activities having real estate
responsibilities.
3. References.

a. OPM Qalification Standards Handbook

b. DOD 1400.20-1-M

c. AR 690-335-1

d. AR 690-400

e. AR 690-950

f. ER 350-1-420

g. EP 690-1-810

4. Distribution. This regulation is approved for public release. Distribution
is unlimted.

This regul ati on supersedes ER 690-1-955, 30 Septenber 1987
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5. Program Cover age.

a. The Real Estate Career Program covers positions with the U S Arny Corps
of Engineers in Series 1170, Realty Specialist or Realty O ficer, and Series



1171, Appraiser. Enployees not currently serving in real estate positions in
Series 1170 or 1171 but otherwi se qualified, including enployees in the excepted
servi ce who possess personal conpetitive status, nmay participate on a voluntary
basi s.

b. Non- Corps Federal employees, forner enployees wth reinstatenment
eligibility to the conpetitive service, and non-status applicants for Corps of
Engi neers GS 1170 and 1171 positions at grades 12 through 15 may be consi dered
under outreach procedures outlined in paragraphs 14d, e, f, and g.

C. This regul ation does not cover positions or enployees in the Senior
Executive Service.

d. AR 690-950 sets forth Departnent of the Arny general policy and
requirements for the administration and managenent of Army civilian career
programs. Any change in that regulation will have application to the Corps of
Engi neers Real Estate Career Program

e. Recruitnment, devel opnent, assignnent, and pronotion opportunities at al
grade levels will be provided entirely on the basis of individual fitness and
merit, wthout regard to race, religion, color, lawful political or other
affiliation, marital status, sex, age, national origin, or handicap

6. General. The real estate mission in the Corps of Engineers involves four
maj or functional areas: acquisition, appraisal, managenent and di sposal, and
pl anning and control of real property for the Departnment of the Army, the
Departnent of the Air Force, and for other agencies as assigned. The functions
are defined as follows:

a. Acquisition. The acquisition by purchase, |ease, donation, exchange, or
condemation of real property and interests therein necessary to the m ssion
assi gned. Assisting in assessing land credits and title matters with |oca
sponsors under Project Cooperation Agreenments. Participates in the negotiation,
preparation, and adnministration of relocation contracts. Responsible for the
admi ni stration of Public Law 91-646.

b. Appraisal. The preparation and defense of valuation estimates relied
upon by the Corps of Engineers in the acquisition, managenent, and disposal of
real property, and for assisting in assessing land credits on cost-shared
projects. Includes detailed real estate estimates utilized in planning docunents
supporting testinony before congressional conmttees, and for econonic, financia
and market anal ysis, and other such documents.

c. Managenent and Di sposal. The managenent and di sposal of real property
under the jurisdiction of the organi zation. Managenent includes the negotiati on,
preparation, and adm nistration of outleases, easenents, |licenses, permts,
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concessi on |eases, and agreenents by which others utilize |ands under the
adm nistrative jurisdiction of the organization. Al so includes surveys and
i nspections pursuant to | aw, executive order, or regul ation designed to determn ne
the level of utilization being nade. Responsible for managi ng and inpl enenting
actions for the resolution of encroachnents. Responsible for disposal of excess
real property. May also include the disposal and utilization of base closure
real property. May also include adninistration of applications under the
Honeowners Assi stance Program and the disposal of property acquired under that
program

d. Planning and Control. The preparation of real estate planning docunents,
real estate budgets and budgetary input to the organization's budget, manpower
estimates for real estate projects, the preparation and accuracy of real estate



maps and | egal descriptions, the preparation and submni ssion of recurring rea
estate status reports, the accountability of real property under the jurisdiction
of the organization, and the preparation of real estate audits of projects.
Serves as the focal point and repository of permanent |and records, historica
files, statistical data, and nmap records of real estate transactions for projects
within the jurisdiction of the organization.

7. bjectives. The Real Estate Career Programis designed to neet current and
future staffing requirements through

a. Planned Intake. The availability of highly qualified candi dates for
future technical and managerial positions requires a conmtnment from commanders,
program managers, and supervisors in ternms of avail able resources.

b. Career Appraisal. Real estate careerists will be rated against specific
know edge, skills, and abilities deternined through job analysis to be essential
for satisfactory performance in the position

c. Career Referral. HQUSACE will establish and naintain an inventory of
career records for real estate enpl oyees, and other eligible enployees, at grade
11 and above interested in and qualified for referral to vacancies at grades 12
through 15 in Series 1170 and 1171. Requests for referral will be submitted in
accordance with the procedures outlined in EP 690-1-810.

d. Career Devel opnent. A Master Intern Training Plan for real estate
interns is provided (see paragraph 12). Progression in the career field beyond
the intern level may be linmted to one occupational area or nmay include

experience in all four functional areas. A Master Training Plan for the further
devel opnment of real estate careerists beyond the intern stage is included in the
RETEDS in EP 690- 1-810.

8. Responsibilities.

a. Local commanders are responsible for providing the necessary support to

acconplish the objectives of this career program subject to funding. Thi s
i ncl udes the necessary funding for travel, per diem and tuition for their rea
estate enpl oyees to fulfill the recommended training specified in Appendi x A of

this regulation and in the RETEDS in EP 690-1-810.
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b. The Director of Human Resources, HQUSACE, is responsible for convening
the Corps-wide real estate rating panels and for the issuance of referral lists
to fill position vacancies at grades 12 through 15 in Series 1170 and 1171

cC. Chiefs of Real Estate at districts are responsible for assuring that
interns are receiving training in accordance with the Master Intern Training Plan
(Appendi x A), and that other careerists are afforded training and devel opnent al
assignnents as required. Gui dance on individual devel opment plans and
devel opnental assignments is in ER 350-1-420. The Real Estate Career Program
Master Training Plan for real estate careerists beyond the intern stage is
provided in the RETEDS in EP 690-1-810. As activity career program managers,
Chiefs of Real Estate are responsible for career program manager duties shown in
par agraph 1-22 of AR 690-950.

d. Enployees. Enployees in positions covered by this career programw ||
work with supervisors in preparing objectives and strive to inprove know edges,
skills, and abilities through self devel opment and training.

9. Registration and Referral.




a. Regi stration in the career programis a prerequisite for referral to
vacancies in Series 1170 or 1171 at grades 12 through 15. Regi stration is
acconpl i shed by conpl etion and subm ssion of ENG Form 4897-R, Real Estate Career
Program Career Appraisal; DA Form 2302-R, Civilian Career Program Qualification
Record; and DA Form 4338-R, Civilian Career Program Availability Statenent.
Instructions for conpleting and processing the forns are contained in EP
690- 1- 810.

b. Referral lists to be used in filling vacant positions in Series 1170 and
1171 at grades 12 through 15 will be issued by HQUSACE (CEHR-C). A reasonable
number of best qualified candidates for pronmotion will be referred to the
selecting official. A separate group of candi dates who have indicated interest

in reassignnment or change to | ower grade nmay al so be referred.

c. Instructions for requesting and processing referral lists are contained
in EP 690-1-810.

10. Sel ection.

a. Selecting officials may choose any candidate on the conpetitive referral
list. VWhen selection is from a group of conpetitive pronotion candi dates,
selecting officials nust wite the reason(s) for their selections. These reasons
must be based on one or nore legitimate, job related reasons as to why the
sel ectee may be expected to performthe job npst successfully.

b. Management is not required to select fromthe candi dates on the referra
list. Management may fill a position through transfer, reassignnment,
rei nstatenment, or selection froman OPMregister, except as linted in paragraph
10e bel ow
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c. Selecting officials having referral lists for the position of Chief of
Real Estate will consult with the Director of Real Estate, HQUSACE, before a
final selection is nade

d. Al candidates will be notified by the local Civilian Personnel Advisory
Center (CPAC) of selection/nonsel ection and of the nane of the sel ected enpl oyee.

e. Selecting officials will not transfer, reassign, reinstate, or select
from an OPM register any individual to the position of Chief of Real Estate
wi thout first consulting with the Director of Real Estate, HQUSACE

11. Training and Devel opnent. The objective of training and devel opnent is to
devel op enpl oyees who will acquire a broad general know edge of Army operations,
a specific know edge of real estate functions, and technical conpetence in
specialized real estate occupational areas. Guidelines for training and
devel oprment for real estate careerists beyond the intern stage are set forth in
the RETEDS in EP 690- 1-810.

12. Career Intern Program

a. The Real Estate Career Intern Programis designed to provide a cadre of
wel | -trained, highly-qualified enployees to neet future staffing needs of the
Corps' real estate mission, and to provide enployees with the know edges, skills,
and abilities required to advance to and successfully performat the journeynan
and above grade |l evels. To assure adequacy and consi stency of intern training,
a Master Intern Training Plan (M TP) has been devel oped (Appendix A). The plan

4



consi sts of specific rotational assignnents for pre-determ ned periods of tine,
and is a conbination of on-the-job, off-the-job, and fornmal classroom trai ning.
This MTP is mandatory for all real estate interns

b. Costs supporting real estate interns are funded by the local district.

c. The M TP covers a two-year period, dependent upon the entry grade of the

intern. Most interns are selected at the GS-5 |evel. Somre i ndividuals nay
qualify for GS-7 based on academ c preparation and/or experience. Enmployees
entering the programat either GS-5 or GS-7 will be afforded at |east 16 nonths

of rotational assignnents in the functional areas of real estate. A fornmal
training plan substantially in accord with the outline furnished at Appendix A
will be established and maintained for each intern. Upon the successful
conpletion of the first 12 nonths of the training plan, enployees hired at either
GS-5 or GS5-7 may be considered eligible for pronotion to the respective GS-7 or
GS-9 level.

d. Fol l owi ng successful conpletion of the 16-nonth rotational period,
interns are to indicate a functional preference for assignnment; however,
pl acenent is deternined based upon | ocal organizational needs. Managenent shoul d
accommodat e enpl oyee desires where possible. The intern will then conplete his
or her internship in the assigned functional area or, at the discretion of the
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Chief of Real Estate, may continue to participate in rotational assignnents.
However, if the intern is to be assigned to the appraisal function, the remsining
ei ght months of internship nust be spent in the appraisal function. After
successful conpletion of the training plan, the intern nmay once again be
consi dered eligible for pronotion.

e. Because interns are considered to be in an official training status
t hroughout the internship, their performance nmust be eval uated nore frequently
than on an annual basis in accordance with the Total Arny Performance Eval uation
System (TAPES). This apprai sal serves to neet the requirenent for probationary
apprai sal after eight nonths of enploynent as required by AR 690-400, Chapter

430. 3. Supervisors mnust certify retention or renoval of interns serving a
probationary period during the ninth month of enploynent. The intern's inmediate
supervisor will serve as the rating supervisor. The Chief of Real Estate will
serve as the approving official, and may al so be the reviewer.

f. Supervisors will establish performance expectations to reflect the
training to be acconplished for each rating period. Requirements will be
provided to the intern at the beginning of the rating period, and will be based
on the MTP.

g. Performance that fails to neet set expectations is unacceptable.

Corrective action in the form of either delay in the rotation or renoval is
required. Any rotation delay inpacts on eligibility for pronotion and permanent
assi gnment . If a fair or unsuccessful performance rating is contenpl ated
supervi sors shoul d seek gui dance fromthe | ocal CPAC

13. Functional Trainees.

a. Local conditions such as manpower restraints, specific organizationa
needs, and pendi ng m ssion changes may dictate consideration of hiring functional
trainees. Functional trainees are hired to train for a specific function in the
real estate organization. They are not considered to be career interns and
therefore are not subject to the intern rotation requirenents established by this



regul ation, nor are they eligible for nonconpetitive pronption to the target
grade unless locally justified and included in the local nerit pronotion
announcenent .

b. Authority to approve the appoi ntnment of functional trainees instead of
career interns is vested in the Chief of Real Estate for the respective district
after consultation with the Chief of Real Estate in the division office.

14. Merit Placenent and Qutside Recruitnent.

a. I nt erns.

(1) The primary source for recruiting interns into the real estate career

field will be fromaccredited colleges and universities throughout the United
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States. The mininmum qualifications for evaluating real estate interns will be

t hose specified by the Office of Personnel Managenent (OPM for the grade and
class of work to be perforned. Applicants with degrees or major studies in the
foll ow ng areas are considered desirable for assignnent at intern level in the
real estate career field:

Real Estate

Agricultural majors (i.e., landscape architecture)
Busi ness Admi ni stration

Fi nance

Forestry

Nat ural Resources Managenent

Engi neering majors (i.e., environmental, civil, etc)

CGener al Economni cs
Busi ness Econom cs
Law

(2) Interns will normally enter the program at grade GS-5. However
applicants who qualify at GS-7 nay be appointed at that grade.

(3) The area of consideration to be used in filling intern positions wl|
vary dependent upon the needs of a particular organization, |ocal |abor nmarket
conditions, and local affirmative action and Federal equal opportunity recruiting
pl ans. In-house candidates, if considered, will be eval uated under procedures
established by the local nmerit pronotion plan

b. Technical Specialists (G59 and G5-11). Recruitment for positions above

the intern level and below the HQUSACE mandatory referral |evel nay be
acconpl i shed through | ocal nerit pronotion procedures, reassignment, use of OPM
regi sters and/or outreach procedures. Authority to deternmine the area of

consi deration is delegated to |ocal comranders. Evaluation of candi dates for
t hese positions nmust be based on a job analysis of the position to be filled and,
as a minimm nmust conply with local merit pronotion plans.

c. Senior Level Positions. Senior |evel positions, grades 12 through 15 in
Series 1170 and 1171, will be filled by use of the Real Estate Career Program
referral inventory naintained by HQUSACE, except as authorized in paragraphs 15,
16, and 17.

d. Local conmmanders are authorized and encouraged to pursue the recruitnent
of well-qualified mnorities and wonen at all grade |evels. Local announcenents
for positions at the mandatory referral |evel issued to acconplish this outreach



must contain a notation to the effect that current enployees of the Corps of
Engi neers will be considered under the procedures established by this regul ation.

e. Enpl oyees of the Departnment of the Arny not currently serving in
positions covered by the USACE Real Estate Career Program may register in the
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inventory on a voluntary basis. Regi stration and appraisal procedures are
outlined in EP 690-1-810.

f. Non-Arny status applicants being considered for positions higher than the
grade | ast held nust be conpetitively considered. For this purpose, externa
status applicants nust register in the USACE Real Estate Career Program as
directed by paragraph 9a. Registration forms received in response to specific
outreach announcenents from these applicants for position vacancies at the
mandatory referral level wll be forwarded to HQUSACE (CEHR-C), WASH DC
20314- 1000, and, for each outside status applicant, a copy of the letter prepared
at the local |evel which provided the supplenental instructions to the applicant.
Applicants will be instructed to return conpleted docunents to CEHR-C within two
weeks. Applicants should be further advised that failure to return the docunents
within the prescribed tine will result in no further consideration

g. Candidates eligible for consideration froman OPMregister will not be
ranked with career programregistrants and may be appointed wi thout requesting
a career referral list or conpetition with current Federal enployees. See
paragraph 10e regardi ng sel ection of candidates for the position of Chief of Real
Est at e.

15. Exceptions to Conpetitive Procedures at Mandatory Referral Levels.

a. Conpetitive procedures will not apply to the foll ow ng:

(1) Pronotion of a qualified enployee resulting fromthe upgradi ng of an
occupi ed position (w thout any nmajor change in duties and responsibilities)
because of:

(a) issuance of a new classification standard, or

(b) an initial classification error

(2) Promotion of a qualified enpl oyee because of a classification change
based on unique qualifications and ability of the enployee (See OPM Intro-
duction to the Position Classification Standards, Section IIl, paragraph k).

(3) Reassignment of a qualified enployee resulting fromthe downgradi ng
of an occupi ed position because of:

(a) issuance of a new classification standard, or
(b) an initial classification error

(4) A position change nade under the reduction-in-force (RIF)
regul ati ons.
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(5) Pronmotion resulting from special consideration for repronotion. (See
par agr aph 16)

(6) Promotion after failure to receive proper consideration (priority
consideration). (See paragraph 17)

b. Referral procedures nornmally will not apply to the actions below if
the individuals are otherwise qualfied for the position. The activity
CPAC, in consultation with the Chief of Real Estate, may nake a decision to
apply local conpetitive procedures to these actions.

(1) Details to higher grade positions for 120 days or |ess.
(2) Tenporary pronotions for 120 days or | ess.

(3) Position changes to avoid adverse actions under RIF procedures,
transfer of function (TOF) procedures, or discontinuance of activities.
(NOTE: Assignments to positions of higher grade or to positions with known
promoti on potential are not included under this provision).

(4) Promotion of an enployee when his or her position is reclassified to
a higher grade because of added duties and responsibilities. However, in
t hese cases, the conditions bel ow apply:

(a) There are no other enployees in the organization, supervised by the
selecting official, perfornming duties simlar to the duties of the position to
whi ch new duties and responsibilities are to be added.

(b) The enpl oyee continues to performthe same basic function while the
duties of the forner position are adninistratively absorbed into the new
posi tion.

(c) The addition of the duties and responsibilities does not adversely
af fect anot her occupied position, such as abolishing the position or
reducing its known pronotion potential

(5) Assignnment froma position having known pronotion potential to a
position having no higher potenti al

c. Conpetitive procedures need not apply to the actions |isted bel ow

(1) A reassignnent or a change to |lower grade (CLG to a position with no
known pronotional potenti al

(2) Promption without current conpetition when an enpl oyee was sel ected
earlier for a position classified at a | ower grade for recruitnent purposes,
provi ded:
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(a) the area of consideration for recruitment at the | ower grade was at
| east as broad as the HQUSACE mandatory referral level for recruitnent at the
full performance |evel;

(b) the pronotion potential was nade known to all potential applicants;



and,

(c) the recruitnent plan was docunented to show the intended career
| adder .

16. Special Consideration for Repronotion at Mandatory Referral Levels.

a. Selecting officials will give special consideration for repronotion to
eligible qualified enpl oyees before choosing to fill vacancies by conpetition

b. Enpl oyees due special repronotion consideration are referred to the
sel ecting official before those due priority consideration. (See paragraph
17).

c. Placenent of eligible qualified enployees at the enploying activity
may take precedence for DOD Priority Placenent Programregistrants in priority
status 1, 2, or 3. (See DOD 1400.20-1-M

d. Eligibility.

(1) Special consideration for repronption will be given to enpl oyees who
have been involuntarily placed in | ower grade positions w thout persona
cause and not at their request. Acceptance of a | ower grade position in place
of RIF, TOF, or denotion because of classification error is not denotion at
enpl oyee's request. Involuntary placenment at a |l ower grade nay be caused by:

(a) RIF;

(b) correction of a classified error

(c) return fromoverseas; (See paragraph (4) bel ow);

(d) declination of reassignnent outside the comruti ng area under transfer
of function; or

(e) handi capping condition

(2) Candidates nmust be a current DA enpl oyees, be in the area of
consi deration for the position, and be qualified for the position to be
eligible for special consideration for repronotion.

(3) If the enployee is qualified and interested, special consideration
must be given for positions:
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(a) at or below the grade from whi ch denoted

(b) in the pay group or schedule that covered the enpl oyee before
pl acement in the | ower grade position

(4) Enpl oyees who have returned froman overseas area are eligible if
they are qualified for the position and if they have:

(a) been placed in a |l ower grade position by exercising their
reenpl oynent rights;

(b) not been offered another position in the Continental United States
(CONUS) that woul d have retained their grade.



(c) conpleted an overseas assi gnnent under ternms of the present
agreenent; and

(d) not returned to CONUS early for personal reasons.

(5) Eligibility will not be granted to enpl oyees denpted to correct a
procedural, regulatory, or programviolation

(6) Enployees will not be given special repronotion consideration for
positions that offer pronotion potential beyond the grade held at denotion.

(7) An enployee who has been involuntarily reduced in grade at any tine
and who is receiving pay, grade, or salary retention benefits will be granted
repronotion consideration for either:

(a) two years fromthe date of the CLG or
(b) wuntil retention benefits cease; whichever period of tine is |onger

(8) An enployee who has been involuntarily reduced in grade on or after
15 January 1981 and who is not receiving pay, grade, or salary retention
benefits will be granted repronotion consideration for a two-year period
following the CLG

(9) |If an enployee declines a valid job offer, repronotion consideration
will end at and bel ow the grade | evel of the position declined.

(10) A wvalid job offer is a full-tine continuing position at the grade
| evel for which the enpl oyee has expressed interest and availability. Valid
job offers do not include offers such as:

(a) an offer that, in the opinion of the enployee's servicing CPAC, woul d
create an unreasonable difference in working conditions such as excessive
travel, hazardous work, or extreme physical requirenents;
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(b) an offer of a position to which another person has reenpl oynent or
return rights;

(c) an offer of a position at any activity that has been identified for
closure, major RIF, or relocation; or

(d) an offer that requires a nmobility agreenent when the enpl oyee is not
serving under a mobility agreenent.

e. Procedures. Enployees who have been involuntarily placed in | ower
grade positions nust request special consideration for repronotion. Requests
will be made using DA Form 4343-R, Civilian Career Program Repronotion
Regi stration. (See Appendix |, AR 690-950 for formand instructions).

17. Priority Consideration.

a. Priority consideration, as defined by AR 690-950, will be given to an
enpl oyee if the enployee was qualified for the position and was not properly
considered in a previous conpetitive pronotion action. For exanple, the
enpl oyee' s name was not referred and shoul d have been, or the selecting
official did not receive accurate information fromthe referral activity on
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the candi date, etc. These enployees will be considered for the next
appropriate vacancy before the conpetitive list is referred to the selecting
official. An enployee is due one priority consideration for each tinme he or
she failed to receive proper consideration

b. An appropriate vacancy is one for which the enployee is considered
well qualified and for which he or she has decl ared geographic mobility.

c. An enployee's pronption by neans other than priority consideration to
the grade for which he or she failed to receive proper pronotion consideration
elimnates the need to grant the individual further priority consideration for
pronoti on.

d. Enployees eligible for priority consideration may submt updated
career programregistration fornms when new rating panels are announced.

FOR THE COVMMANDER

1 Appendi x Orl'S WLLI AMS
APP A, Master Intern Training Plan Col onel , Corps of Engineers
Chi ef of Staff
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Real Estate Career Intern Program
MASTER | NTERN TRAI NI NG PLAN
Trai ni ng Program Qutline Type Ti me Know edges, Skills, and Abilities To Be
Content Description Frane Acqui red
1. Ceneral Oientation 1 Week Wien this training is conpleted, the Intern
will be able to:
a. Enployment Oientation D
(1) dGvil service appointnent status, Denonstrate an understandi ng of the
enpl oyee benefits, code of conduct, security provisions, benefits, and responsibilities
requirenents. of Federal enploynent.
(2) Corps of Engineers Real Estate Career Denonstrate an understandi ng of the
Program provisions and structure of the Real Estate
Car eer Program
b. Organization of the Federal Covernment D
(1) General organization of the Federal
gover nnent Descri be the organi zation of the Federal
government, the Department of Defense, the
(2) Overall organization of the DOD and Departnent of the Arny, and the Corps of
DA Engi neers.
(3) Organization of the Corps of
Engi neers
c. Organization and function of the real
estate mssion of the Corps of Engineers. DEM Describe the role of the real estate
D function in the Corps of Engineers, identify
(1) The Real Estate Directorate its major custonmers, and identify the review
and approval chain.
(2) The organi zation and function of real
estate at Division |evel
(3) The organi zation, function, and
m ssion of the activity to which assigned




Real Estate Career Intern Program
MASTER | NTERN TRAI NI NG PLAN
Trai ni ng Program Qutline Type Ti me Know edges, Skills, and Abilities To Be
Content Description Frane Acqui red
2. On-the-job rotation training. Interns 2 Years
will be rotated between the functional
el ements of Real Estate.
(The order of assignnent and the time frane
for each may vary fromthe order given in
this plan. But once an assignnent is begun,
it will be continuous.)
a. Assignment to the Planning and Control 4 Mont hs Wien this training is conpleted, the Intern
Function will be able to:
(1) Oientation to the Planning and D Denmonstrate an understandi ng of the inpact
Control function of the P&C function on the adm nistration of
the real estate mission and the interface
(2) Review of the regul ations applicable RR necessary with other el enments of the Corps
to the P&C function and its custoners.
(3) Oientation to Prograns and Project D
Managenent DEM Acquire a basi c understandi ng of the
district's Prograns and Project Manage- nent
functions and Real Estate's interface with
them (Obtain an understanding of a
projects's life cycle.
(4) Oientation to automated data systems SA
including, but not limted to, Real Estate DEM Be knowl edgeabl e of automated systens and
Managenent | nformati on System (REM S), their application to Real Estate.
Recruiting Facilities Managenent |nformation
System (RFM S), and Cor ps of Engi neers
Fi nanci al Managenment |nformation System
( CEFMB) .
(5) Prepare legal descriptions under the SA Draft unconplicated | egal descriptions and
supervi sion of a senior enployee utilizing interpret nore conpl ex ones.
maps, plats, deeds, tract




Real Estate Career Intern Program
MASTER | NTERN TRAI NI NG PLAN
Trai ni ng Program Qutline Type Ti me Know edges, Skills, and Abilities To Be
Content Description Frame Acqui red
owner shi p data and other avail able
i nformation.

(6) Assist senior enployees in the Denonstrate a know edge of the planning
preparation of real estate plans, reports, SA process and the integral role of real estate
and sunmmaries in other documents. Assist in val ues.

t he devel opnent of data and independently
devel op the | ess conpl ex portion thereof.

(7) Assist senior enployees in the
preparation of real estate audits, including
checki ng deeds and ot her instrunments agai nst SA Acconpl i sh smal |l and unconplicated real
proj ect maps and aut horizi ng docunents. estate audits.

(8) Assist senior enployees and
participate in the devel opnent and
presentation of real estate schedul es, Intelligently discuss real estate financing,
budgets, and progress reports and interface SA fundi ng and scheduling including their
with Project Managenent. rel ationship to design and construction of

bui | di ngs and ot her works.

(9) Attend the PROSPECT Pl anni ng and
Control Course. |If not offered during the
P&C assignment, it should be taken at the
earliest opportunity. RR

D

b. Assignment to the Appraisal Function DEM

(1) Overview of the Appraisal function D 4 Mont hs Wien this training is conpleted, the Intern
wll:
Have know edge of regul ations, policies and
laws that serve as guides for appraisal
actions in the acquisition, managenent, and
di sposal of Governnent real estate; have an
under st andi ng of the role the Appraisal
function has in the overall scheme within
Real Estate in division, district, Project
Managenent, and HQUSACE.

(2) Assist a senior appraiser in the DEM Have know edge of pl anni ng docunent
preparation of planning docunent SA requi rements and possess the ability to
requi rements, gross estimates/appraisals. col l ect and assenbl e base data used in the

appr ai sal pl anni ng docunents; have know edge
of the role the Appraisal function plays in
the planning of a project.




Real Estate Career Intern Program
MASTER | NTERN TRAI NI NG PLAN
Trai ni ng Program Qutline Type Ti me Know edges, Skills, and Abilities To Be
Content Description Frame Acqui red

(3) Assist a senior appraiser in the DEM Devel op know edge and understandi ng of the
preparation of specific site appraisal SA Uni f orm St andards of Professional Appraisal
reports, highest and best use study, market Practices (USPAP); possess the ability to
anal ysis, feasilility study, hazardous- recogni ze the applicabl e met hodol ogy used in
t oxi c-r adi ol ogi cal -waste (HTRW st udy, the various types of appraisal reports,
research and anal ysis of market data, court studi es, analysis, etc.

t esti nony.

(4) Under the supervision of a senior DEM Devel op a skill in dealing with the general
apprai ser, prepare appraisal reports on SA public for the purpose of collecting market
unconpl i cated | ow val ued properties. Under data, property inspection, etc.; gain
t he gui dance of a revi ew apprai ser, know edge and experience in conposing non-
participate in the appraisal review process. conpl ex appraisals that nmeet the

requi rements of USPAP; have a know edge of
the interface of the appraisal and apprai sal
revi ew process.

(5) Assist in the preparation of the Have know edge of the policies, regulations,
scope of work and the devel oprment of DEM and | aws that serve as guides for appraisal
techni cal qualifications or other SA service contracts; gain experience in
docunentation to contract for appraisal devel opi ng the base data for an apprai sal
servi ces. service contract.

(6) Attend course(s) on basic appraisal RR
principles and procedures. Read and study D
the latest version of "The Uniform Standards DEM
of Professional Appraisal Practice" (USPAP).

Attend the PROSPECT Appraisal and Leasi ng
Course. If it is not offered during the
Apprai sal assignnent, it should be taken at
the earliest opportunity. Attend fornal
comput er training, as warranted.

c. Assignment to the Acquisition 4 Mont hs Wien this training is conpleted, the Intern
function. will be able to:

(1) Oientation to the Acquisition D Descri be the Acquisition function and its
function. relationship to other functions of the Real

Est ate nission.

(2) Review of regulations applicable to RR Denonstrate an understandi ng of the actions
the acquisition of real property and D and constraints thereon in the acquisition
interest therein. of real property and interest therein by the

United States.
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Trai ni ng Program Qutline Type Ti me Know edges, Skills, and Abilities To Be
Content Description Frame Acqui red

(3) Hands-on experience with senior SA Denonstrate a know edge of estates in real
Realty Specialists in negotiation for the property. Discuss and explain realty
acquisition of real property and interests practices, procedures, and basic |aw
t herein. relating thereto. Possess a working

know edge of land titles, |egal
descriptions, land plats, and apprai sal
reports.
Understand the inpact of environnental,
cultural, and HTRW processes on the
acqui sition function.

(4) Review of condemmati on procedures. RR Qutline procedure by which private property

D is acquired by the Governnment and the

protection afforded the owner thereby.

(5) Hands-on experience with senior RR Di scuss and describe benefits avaiable to
Realty Specialists in assisting, SA di spl aced persons and busi nesses under PL
investigating, and processing relocation 91- 646.
assi stance cl ai ns.

(6) Assist Realty Specialists in D Be familiar with the real estate role and
oversight of real estate activities under SA responsibilities in the oversight of sponsor
PCA agreenents. acquisition activities under PCA agreenents,

to include crediting plans, |egal
capabilities, and financial capability.

(7) During the latter part of the SA Properly conduct unconplicated realty
training period the intern should, if negoti ati ons.
possi bl e, conduct one or nore unconplicated
negotiations for the purchase or |ease of a
property under the supervision of a senior
negoti at or.

(8) Attend the PROSPECT Real Estate RR
Acquisition course. If it is not offered D
during the Acquisition assignnment, it should DEM
be taken at the earliest opportunity.

d. Assignment to the Managenent and
Di sposal function. 4 Mont hs Wien this training is conpleted, the Intern

will be able to:

(1) Oientation to the Managenent and D Explain the M&D function and its
Di sposal function. relationship to the other functions of Real

Est ate.
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Trai ni ng Program Qutline Type Ti me Know edges, Skills, and Abilities To Be
Content Description Frame Acqui red

(2) Review the regulations applicable to RR Denonstrate a wor ki ng know edge of
t he managenent, disposal, and use of procedures and policies relative to the use,
governnent real property and real property managenent, and di sposal of Governnent-owned
component s. or controlled real property.

(3) Hands-on experience under the SA Conduct unconplicated utilization
direction of senior Realty Specialists in i nspections.
conducting and preparing reports on
utilization inspections.

(4) Assist senior Realty Specialists in SA Conduct unconplicated conpliance inspections
maki ng and preparing conpliance inspections and strongly support senior realty enpl oyees
and reports. in the preparation of conplex inspections.

(5) Assist senior Realty Specialists in SA Possess a worki ng know edge of outgrant
the preparation of outgrants and procedures and be able to identify and
environmental prelimnary assessment di stinguish various types of outgrants.
screeni ng (PAS).

(6) Assist senior enployees in processing SA In applicable districts, will have know edge
Homeowner s Assi stance Program (HAP) RR of Homeowners Assistance Program (HAP) and
appl i cations, where such prograns exist. Base Real i gnment and d osure (BRAC) Program

(7) Assist senior realty enployees in the SA Prepare and process unconpli cated
preparation of Declarations of Excess, BRAC Decl arations of Excess, term nations of
actions, and other disposal documents. i nl ease agreenents, and restoration claims.

Descri be the disposal process for hay,
tinber, buildings, mnor |and sales, and the
envi ronment al PAS process.

(8) Hands-on experience under the SA Devel op conputer skills in REM S and ot her
direction of experienced real estate staff DEM appl i cabl e systens.
in automated data processing and systens.

(9) Attend the PROSPECT Managenent and RR
Di sposal Course. |If it is not offered DD
during the M&D assignnment, it should be DEM
taken at the earliest opportunity.
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3. Conpl etion

a. At the conclusion of the 16-nonth
rotational period, the Intern will indicate
the functional area he or she prefers for
permanent assignment. The Chief, Rea
Estate Division, will nake the assignnent,
to the extent possible, and the Intern nay
conpl ete the remai ning ei ght nmonths of the
intern training in the assigned functiona
ar ea.

b. At the discretion of the Chief, Rea
Estate Division, the Intern nay be pernmitted
to continue training on a rotational basis
for the remaining eight nonths, provided the
permanent assignment of the Intern will not
be in the Appraisal function. The Intern
must conpl ete the renmai ni ng ei ght nonths of
internship in the Appraisal function if it
is to be the permanent assignnent.

c. Additionally, at the discretion of the
Chief, Real Estate Division, and with the
concurrence of the appropriate D vision
chief, the Intern may conplete the remaining
ei ght nonths, in whole or in part, in other
rel ated organi zati onal el enents such as
Pl anni ng, Prograns/ Project Managenent,

Nat ural Resources, etc.

d. At the end of the 16-nonth rotationa
period, the intern training plan shall be
amended to provide for the Intern’s training
for the remaining ei ght nonths.

Legend:
D - Discussion
DEM - Denonstration
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RR - Required Reading
SA - Supervised Activity or Assignnent

Tine Frame - Suggested
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TRAI NI NG PLAN
REAL ESTATE CAREER | NTERN
REALTY SPEC ALI ST/ APPRAI SER
U S. Arny Corps of Engineers
(District Ofice)

1. Adninistrative Information:

Nane:

SSN:

Entry Position:

Target Position:
Super vi sor:

Date Entered Position

2. Mjor Elenent of the Devel opnent Pl an:

a. Objective. To provide a systematic and planned neans for the Intern
to acquire the skills, know edges, and abilities required to performthe duties
of a journeyman Realty Specialist or Appraiser and to reach his or her career
goal s. These duties enconpass a broad range of real estate activities, including
pl anni ng, scheduling, and budgeting of real estate requirenments; acquisition
negoti ations, appraisal, managenent and di sposal of real property; processing of
damage clainms, and relocation assistance clains; naintaining records and
responding to inquiries fromthe public, other Governnent agencies, and other
Cor ps el enents.

b. Supervision. The Chief, Real Estate Division, will direct the overall
devel opnment of each Intern. Daily supervision will be provided by the functional
Chi ef / Team Leader that is directing the Intern's daily activities during the
reporting period.

c. Reports. The functional Chief/Team Leader will conplete the required
quarterly evaluations for the Intern assigned to his or her functional area.
Such evaluation reports wll be forwarded through the Chief, Real Estate

Division, to reach the local Civilian Personnel Advisory Center within 10 days
after the close of the reporting period.

d. Eenents of Intern Devel opnent Plan. The intern assignment will be for
two years, and may, at the discretion of the Chief, Real Estate Division, be

extended to provide nore on-the-job training. A nminimm of one year of
satisfactory devel opnental training at the GS-5 and GS-7 grade |evels nust be
successfully conpleted. Mere conpletion of the tine elements in itself will not

be considered a satisfactory basis for either programconpletion or for pronotion
pur poses.

(1) Formal Instruction. The Intern will be enrolled in one or nore of the
followi ng type of courses during the devel opnental period or within the fol |l owi ng

ER 690- 1- 955
20 Jun 97
one-year period (subject to funds availability and training class space

al | ocations):

(Use the Real Estate Training, Education, and Devel opnent System ( RETEDS)



in EP 690-1-810 for courses)

(2) On-The-Job Devel opnent. The Intern will obtain on-the-job training
and experience by assisting higher grade enployees in the perfornmance of real

estate work, including participating in TDY assignments. Every effort will be
made to assure that assignments are made to gain optimumtraining and devel oprent
ef fectiveness consistent with workl oad constraints, and that assignnents will be

of the nature described in Exhibits A through D of this training plan.

(a) On-the-job training will be acconplished by rotating the Intern
through a series of assignnents, nornmally not to exceed four nonths duration, in
various functional areas of the Real Estate Division, including project offices.
The rotational training assignments should last for 16 nonths, after which tine
the Intern will be assigned to a functional area.

(b) If the function is other than appraisal, the Intern may, at the
di scretion of the Chief, Real Estate Division, be permtted to continue training
on a rotational basis for the remaining eight nmonths to conplete his or her
intern training. |If the Intern is assigned to the appraisal function after the
16 nonths of rotational training, he or she nmust train in the appraisal function
for the remaining eight nmonths of his or her internship.

(c) Additionally, at the discretion of the Chief, Real Estate Division,
and with the concurrence of the appropriate division chief, the Intern my
conmplete the remaining eight nonths, in whole or in part, in other related
organi zati onal el ements such as Pl anning, Prograns/Project Management, Natural
Resources, etc.

(3) Self-Devel opnent. Sel f-devel opnent training should be acconplished
by the Intern for the purpose of preparation for advancenent. It is the Real
Estate Division's policy to pay the cost of training at non-CGovernment facilities
(to the extent that funds are avail abl e) when such training directly relates to
the Intern's performance in his or her present position and or future duties
enconpassed by this training and devel opnent plan. Qutside education classes
recomrended include, but are not necessarily limted to, the follow ng:

Real Estate Principles

Real Estate Practices

Real Estate Law

Engl i sh Conposition

Real Estate/Real Estate Appraisal Courses granting
college credit toward a Real Estate Degree or
Real Estate Associ ate Degree.

Chi ef, Real Estate Division
ER 690-1- 955
20 Jun 97

St at ement of Supervi sor (Functional Chief/Team Leader):

| agree to the above devel opment program




St at enent of Enpl oyee:

| agree to the above devel opment plan and understand ny conmitment under this
program

Real ty Specialist or Appraiser Intern

Statenent of Civilian Personnel Advisory Center:

The training presented by this plan, if conpleted in a satisfactory manner,
together with the enployee's experience, wll satisfy the qualifications
requirements (X----- ) for the target position at the level stated in the plan.

Chi ef, Recruitnment and Pl acenent Branch
Civilian Personnel Advisory Center

4 Encls

Exhi bit A, Proposed Schedul e, P&C Function

Exhi bit B, Proposed Schedul e, Appraisal Function
Exhi bit C, Proposed Schedul e, Acquisition Function
Exhi bit D, Proposed Schedul e, M&D Functi on



ER 690-1- 955
20 Jun 97

Real Estate Career Intern Training Plan

Exhi bit A
Proposed Schedul e
PLANNI NG AND CONTROL FUNCTI ONS

1. General Schedul e Ti me Franme
(weeks)

a. Overview of P&C Functions
b. Cadastral Functions
c. REPR, LEPR, REP and RES
d. Budget Preparation and Tracking
e. Real Estate Files and Audits
f. Automated Data Systens
g. Formal Cl assroom Trai ni ng
2. Functions To Be Perforned:

a. Overview of P& Functions. Read chapters 1 through 3 and 12 through
16 of ER 405-1-12, and other pertinent regulations and policy guidance.

b. Cadastral. Be able to identify tracts on segnent maps, verify their
| egal descriptions, conpute acreage, and plot sinple unconplicated |ega
descriptions. Becone faniliar with CADD capabilties.

c. REPR LEPR and Summaries In O her Docunents. Assist senior realty
specialist in the preparation of Real Estate Planning Reports (REPR), Lease
Pl anni ng Reports (LEPR), and Real Estate Plans (REP) or Summaries (RES) for RECON
Studi es and Feasibility Reports.

d. Budget Preparation and Tracking. Assi st budget analyst in the
preparation of the budget and devel opnent of reports for tracking the annual rea
estate budget. Process obligations and expenditures and becone famliar with the
control of civil and mlitary funds.

e. Real Estate Files and Audits. Learn file procedures for the various
functions and the central files. Review the audit process and understand the
purpose and use of historical files.

f. Aut omat ed Data Systens. Learn the various automated data systens
avai l abl e, such as REM S, to assign and track real estate activities, real estate
funds, and perform historical data research
ER 690- 1- 955
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Real Estate Career Intern Training Plan

Exhi bit B
Proposed Schedul e



APPRAI SAL FUNCTI ONS

1. General Schedul e Ti me Franme
(weeks)

a. Overview of Appraisal Functions
b. Real Estate Cost Estinates
c. Specific Site Appraisals
d. Review Appraisal Process
e. Contract Appraisal Process
f. Formal C assroom Trai ning
2. Functions To Be Perforned:

a. Overview of Appraisal Functions. Read chapters 4 and 12 of ER 405-1-

12, and other pertinent regulations and policy guidance. Read the "Uniform
Apprai sal Standards for Federal Land Acquisitions" and the "Uniform Standards of
Prof essional Appraisal Practice" (USPAP). Revi ew inconming and outgoing

correspondence to gain famliarity with procedures and functions.

b. Real Estate Cost Estinates. Assist senior appraiser in the preparation
of gross estimates/appraisals and other planning related docunents.
| ndependent |y prepare | ow value cost estinmate.

c. Specific Site Appraisals. Assist senior appraiser in the preparation
of various types of appraisal reports, studies, and anal yses. | ndependent |y
coll ect market data and prepare appraisal reports on unconplicated |ow val ue
properties.

d. Review Appraisal Process. Observe appraisal review of various types
of appraisal estimates and reports for the purpose of understandi ng the apprai sal
and revi ew process.

e. Contract Appraisal Process. Assist senior appraiser in the devel opnent
of a scope of work, preparation of a target cost estimate, and other background
information for negotiation or solicitation and award of appraisal service
contracts.

f. Uilize automated data systens, such as REMS and software
applications, to track progress of assigned activities and to perform historica
data research.
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Exhibit C

Proposed Schedul e
ACQUI SI TI ON FUNCTI ONS

1. General Schedul e Ti me Frame
(weeks)
a. Overview of Acquisition Functions
b. Purchase Functions
c. Inleasing Function
d. Rel ocation Assistance Function
e. Oversight of PCA Projects
f. Formal O assroom Trai ning
2. Functions To Be Perforned:
a. Overview of Acquisition Functions. Read chapters 5, 6, and 12 of ER

405-1-12, and other pertinent regul ati ons and policy guidance. Review incom ng
and outgoi ng correspondence to gain famliarity with procedures and functions.

b. Purchase Activities. Assist senior realty specialist in the
preparation of and negotiations for acquisition of land, permits, |licenses, and
rights of entry. Draft routine correspondence. |ndependently acquire nom na

val ue interests in real property.

c. |Inleasing. Assist senior realty specialist in the preparation of and
the negotiation for various |eases. |ndependently negotiate unconplicated | eases
and suppl enental agreenents

d. Rel ocati on Assi stance. Becone fanmiliar with relocation benefits
avai | abl e under PL 91-646. Assist senior realty specialist in the preparation
of a relocation plan, and the processing of relocation clains. Independently

process ninor relocation clains.

e. Oversight of PCA Projects. Assist senior realty specialist in the
revi ew of acquisition packages and activities of |ocal sponsors for conpliance
with PL 91-646, approval of credit for acquired lands, and oversight of
rel ocati on assistance activities.

f. Uilize automated data systens, such as REMS and RFM S, to track
progress of assigned activities and to perform historical data research
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Real Estate Career Intern Training Plan
Exhibit D
Proposed Schedul e
MANAGEMENT AND DI SPOSAL FUNCTI ONS
1. Ceneral Schedul e Ti me Frame

(weeks)
a. Overview of the M&D Functions
b. Qutgrants
c. Compliance and Utilization |Inspections
d. Disposal/Terni nations/Restoration C ains
e. HAP/BRAC Functi ons
f. Encroachments
g. Formal Cl assroom Trai ni ng
2. Functions To Be Perforned:
a. Overview of M&D Functions. Read chapters 7 through 11 of ER 405-1-12

and other pertinent regulations and policy guidance. Revi ew inconing and
out goi ng correspondence to gain famliarity with procedures and functions.

b. Qut grants. Assi st senior realty specialist in the preparation of
various outgrants, supplenental agreenents, and PAS reports. Draft routine
correspondence. |Independently prepare ninor outgrants.

c. Conpliance and Utilization |Inspections. Assist senior realty
specialist in conpliance and utilization inspections and the preparation of
applicable reports. | ndependent |y conduct minor conpliance inspections and

prepare supporting reports.

d. Di sposal s/ Termi nati ons/ Restoration C ains. Assi st senior realty
specialist in preparation of disposal packages, ternmination of inleases and
outgrants, and processing restoration clains.

e. HAP/BRAC. Where either of the prograns exist, the Intern shoul d becone
famliar with the Honeowners Assistance Program (HAP) benefits and Base
Real i gnment and Cl osure (BRAC) activities. Assist senior realty specialist in
processi ng HAP applications, and working on BRAC related activities.

f. Encroachnents. Work with senior realty specialist in resolution of
encr oachnment probl ens.

ER 690- 1- 955
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Real Estate Career Intern Training Plan
Exhi bit D (continued)



g. Uilize automated data systems, such as REMS, to track progress of
assigned activities and to performhistorical data research.



